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Frequently	  Asked	  Questions	  and	  Additional	  Information	  for	  Separated	  Staff	  
	  
What	  was	  the	  process	  for	  identifying	  who	  would	  be	  separated?	  
This	  reduction	  in	  force	  (RIF)	  utilized	  the	  CLDF	  (Competitive	  Level	  Documentation	  Form)	  process	  as	  
prescribed	  by	  the	  District	  of	  Columbia	  Municipal	  Regulations	  (DCMR).	  	  The	  competitive	  area	  for	  the	  
reduction	  in	  force	  was	  each	  individual	  school,	  and	  the	  competitive	  level	  was	  all	  staff	  in	  the	  particular	  
type	  of	  position	  to	  be	  eliminated.	  	  Through	  this	  process,	  all	  employees	  in	  the	  same	  competitive	  area	  and	  
level	  were	  rated	  on	  the	  four	  factors	  specified	  in	  the	  DCMR:	  1)	  school	  needs;	  2)	  relevant,	  significant	  
contributions	  and	  performance;	  3)	  relevant	  supplemental	  experience	  as	  demonstrated	  on	  the	  job;	  and	  
4)	  length	  of	  service	  (including	  credit	  for	  District	  residency,	  veteran’s	  status,	  prior	  government	  service,	  
and	  a	  performance	  evaluation	  of	  “outstanding”).	  	  Principals	  were	  required	  to	  provide	  a	  narrative	  
justifying	  their	  ratings	  on	  the	  first	  three	  factors.	  	  The	  DCPS	  Office	  of	  Human	  Resources	  calculated	  the	  
fourth	  factor.	  	  These	  ratings	  determined	  the	  ranking	  for	  purposes	  of	  determining	  who	  would	  be	  
separated	  from	  employment.	  	  
	  
Will	  my	  pay	  and	  benefits	  change	  while	  I	  am	  on	  administrative	  leave?	  
Effective	  immediately,	  you	  are	  being	  placed	  on	  administrative	  leave	  for	  30	  days.	  	  During	  this	  period	  of	  
leave,	  there	  will	  be	  no	  change	  in	  your	  pay	  or	  benefits	  prior	  to	  your	  separation	  date.	  	  You	  are	  not	  to	  
report	  to	  work	  during	  your	  leave.	  
	  
How	  long	  will	  I	  be	  able	  to	  keep	  my	  health	  insurance?	  
Your	  regular	  health	  insurance	  benefits	  will	  continue,	  at	  no	  additional	  cost	  to	  you,	  until	  December	  3rd.	  	  If	  
you	  choose	  to	  continue	  your	  health	  insurance	  coverage	  beyond	  this	  date,	  you	  may	  do	  so	  through	  
Temporary	  Continuation	  of	  Coverage	  (TCC)	  (similar	  to	  what	  in	  the	  private	  sector	  is	  known	  as	  “COBRA”).	  	  
You	  will	  receive	  an	  individual	  Temporary	  Continuation	  of	  Coverage	  notice	  in	  the	  mail	  in	  approximately	  
30	  days.	  	  How	  much	  you	  will	  pay	  for	  TCC	  will	  depend	  on	  your	  elections.	  	  A	  Human	  Resources	  
representative	  can	  work	  with	  you	  individually	  to	  determine	  the	  cost.	  	  
	  
How	  do	  I	  get	  information	  about	  my	  benefits	  or	  retirement	  eligibility?	  
Because	  every	  employee	  has	  a	  unique	  benefits	  situation,	  you	  should	  contact	  the	  DCPS	  Employee	  
Services	  Unit	  via	  The	  Human	  Services	  Help	  Line	  at	  (202)	  442-‐4090	  to	  make	  an	  appointment	  to	  discuss	  
your	  individual	  situation	  and	  options.	  	  The	  DCPS	  Retirement	  Unit	  is	  also	  prepared	  to	  assist	  individuals	  
with	  calculating	  their	  retirement	  eligibility	  and	  can	  be	  reached	  through	  the	  number	  listed	  above.	  
	  
You	  may	  be	  eligible	  to	  retire	  in	  lieu	  of	  being	  separated	  from	  service.	  	  If	  you	  are	  fifty	  (50)	  years	  old	  with	  
twenty	  (20)	  or	  more	  years	  of	  service,	  or	  if	  you	  have	  twenty-‐five	  (25)	  years	  of	  service	  at	  any	  age,	  you	  are	  
eligible	  for	  the	  discontinued	  service	  retirement	  annuity	  (DSRA).	  Your	  retirement	  annuity	  will	  be	  reduced	  
by	  2%	  for	  each	  year	  you	  are	  short	  of	  age	  fifty-‐five	  (55).	  	  If	  you	  are	  eligible	  for	  the	  DSRA,	  you	  may	  submit	  
your	  completed	  retirement	  application	  to	  the	  Office	  of	  Human	  Resources	  no	  later	  than	  November	  2,	  
2009.	  	  If	  you	  have	  any	  questions	  regarding	  retirement,	  please	  contact	  The	  Human	  Resources	  Help	  Line	  
(202)	  442-‐4090.	  	  	  
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Am	  I	  entitled	  to	  severance	  pay?	  
You	  may	  be	  entitled	  to	  severance	  pay	  based	  on	  your	  years	  of	  service	  with	  District	  of	  Columbia	  
Government.	  	  The	  Office	  of	  Human	  Resources	  will	  be	  sending	  you	  additional	  information	  about	  your	  
individual	  severance	  calculation	  in	  the	  coming	  weeks.	  	  If	  you	  have	  additional	  questions	  or	  do	  not	  receive	  
this	  information	  by	  November	  6th,	  you	  should	  call	  the	  Human	  Resources	  Help	  Line	  at	  (202)	  442-‐4090.	  
	  
Will	  I	  receive	  a	  payment	  for	  my	  accumulated	  leave?	  
You	  will	  be	  paid	  for	  your	  accumulated	  but	  unused	  annual	  leave.	  	  The	  District	  does	  not	  pay	  out	  
accumulated	  sick	  leave.	  	  You	  can	  contact	  a	  Human	  Resources	  representative	  to	  find	  out	  more	  
information	  about	  how	  much	  you	  should	  expect	  to	  receive.	  	  
	  
When	  will	  I	  receive	  my	  last	  paycheck?	  
You	  will	  receive	  your	  final	  regular	  paycheck	  on	  November	  20th.	  	  Your	  next	  few	  paychecks	  will	  cover	  the	  
following:	  
	  
October	  9	  Paycheck	  –	  	  
This	  check	  will	  cover	  all	  “Regular	  Pay”	  for	  the	  time	  period	  of	  9/13	  through	  9/26.	  
	  	  
October	  23	  Paycheck	  –	  	  
This	  check	  will	  cover	  your	  “Regular	  Pay”	  for	  the	  time	  period	  of	  9/27	  through	  10/3.	  It	  will	  reflect	  
“Administrative	  Leave	  Pay”	  for	  time	  period	  of	  10/4	  through	  10/10.	  
	  
This	  check	  should	  also	  contain	  the	  payout	  of	  any	  accumulated	  “Annual	  Leave”	  for	  all	  eligible	  12	  month	  
employees	  and	  the	  payout	  of	  any	  “Summer	  Pay	  Credit”	  (SPC)	  to	  ET-‐15	  Teachers.	  	  If	  you	  are	  due	  any	  
retroactive	  pay,	  this	  should	  also	  be	  included	  in	  this	  check.	  
	  	  
November	  6	  Paycheck	  –	  	  
This	  check	  will	  contain	  your	  “Administrative	  Leave	  Pay”	  for	  the	  time	  period	  10/11	  through	  10/24.	  
	  
November	  20	  Paycheck	  (Final	  regular	  pay	  check	  from	  DCPS)	  –	  	  
This	  check	  will	  contain	  your	  “Administrative	  Leave	  Pay”	  for	  the	  time	  period	  of	  10/25	  –	  11/3.	  	  If	  you	  are	  
eligible	  for	  severance,	  your	  first	  severance	  payment	  should	  be	  included	  in	  this	  check.	  
	  
Where	  can	  I	  collect	  my	  personal	  belongings	  that	  I	  keep	  at	  school?	  
Your	  school	  will	  be	  open	  on	  Saturday,	  October	  3rd,	  from	  10:00	  a.m.	  to	  2:00	  p.m.	  for	  you	  to	  collect	  any	  
personal	  belongings	  that	  you	  do	  not	  take	  with	  you	  today.	  	  If	  you	  are	  not	  able	  to	  come	  to	  school	  on	  
Saturday	  at	  the	  designated	  time,	  please	  contact	  the	  Office	  of	  School	  Security	  at	  (202)	  576-‐6962	  and	  
make	  arrangements	  to	  collect	  your	  belongings.	  	  
	  
Can	  I	  reapply	  for	  a	  position	  with	  DCPS?	  
Yes,	  you	  are	  eligible	  to	  apply	  for	  any	  posted	  position	  for	  which	  you	  are	  qualified.	  	  Positions	  are	  posted	  
regularly	  at	  www.dcps.dc.gov	  (follow	  the	  links	  to	  Human	  Resources	  and	  then	  Career	  Opportunities)	  
	  
Additional	  D.C.	  government	  job	  postings	  can	  be	  found	  at	  www.dchr.dc.gov.	  	  Many	  additional	  resources	  
for	  employment	  services	  are	  available	  though	  the	  D.C.	  Department	  of	  Employment	  Services	  
(www.does.dc.gov)	  and	  their	  extended	  network	  of	  employer	  resources	  at	  www.dcnetworks.org.	  
Applying	  for	  a	  new	  position	  will	  not	  change	  the	  terms	  of	  your	  separation.	  
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This	  is	  not	  my	  only	  job	  with	  DCPS.	  	  Am	  I	  separated	  from	  both?	  
Your	  separation	  applies	  only	  to	  the	  position	  designated	  on	  your	  separation	  letter.	  	  For	  example,	  if	  you	  
have	  a	  second	  job	  with	  DCPS	  (e.g.,	  afterschool	  facilitator,	  coach,	  or	  WAE	  position	  in	  an	  alternative	  
school),	  you	  still	  continue	  in	  that	  position.	  	  Any	  other	  employment	  with	  DCPS	  may	  impact	  severance	  
payments	  if	  you	  are	  otherwise	  eligible.	  	  You	  should	  speak	  with	  a	  Human	  Resources	  representative	  for	  
more	  information.	  	  	  

Am	  I	  eligible	  for	  unemployment?	  
Unemployment	  compensation	  is	  a	  state	  level	  benefit	  for	  which	  you	  may	  be	  eligible.	  	  Depending	  on	  
where	  you	  live,	  you	  can	  look	  to	  the	  following	  for	  more	  information:	  
	  
District	  of	  Columbia:	  The	  Department	  of	  Employment	  Services	  provides	  information	  for	  D.C.	  residents.	  	  
The	  website	  is	  www.does.dc.gov.	  	  If	  you	  meet	  the	  eligibility	  criteria,	  you	  can	  apply	  online	  at	  
https://does.dcnetworks.org	  or	  over	  the	  phone	  at	  (202)	  724-‐7000	  or	  toll	  free	  1	  (877)	  319-‐7346.	  	  You	  can	  
also	  stop	  by	  the	  Franklin	  Street	  or	  Naylor	  Road	  One-‐Stop	  locations:	  

Franklin	  Street	  One	  Stop	  –	  1500	  Franklin	  Street	  NE	  –	  202-‐576-‐3091	  
Naylor	  Road	  One	  Stop	  –	  2626	  Naylor	  Road	  SE	  –	  202-‐645-‐3413	  
Both	  are	  open	  Monday-‐Friday,	  8:30-‐4:00	  pm.	  

	  
Maryland:	  The	  Division	  of	  Unemployment	  Insurance	  provides	  information	  to	  Maryland	  residents.	  	  The	  
website	  is	  www.dllr.state.md.us/employment/unemployment.shtml.	  	  If	  you	  meet	  the	  eligibility	  criteria,	  
you	  can	  apply	  online	  at	  www.mdunemployment.com	  or	  over	  the	  phone	  at	  (410)	  949	  -‐	  0022or	  toll	  free	  at	  
1(800)	  827-‐4839	  
	  
Virginia:	  	  The	  Virginia	  Employment	  Commission	  provides	  information	  for	  Virginia	  residents.	  	  The	  website	  
is	  www.vaemploy.com.	  	  If	  you	  meet	  the	  eligibility	  criteria,	  you	  can	  apply	  online	  or	  over	  the	  phone	  at	  
(202)	  724-‐7000	  or	  toll	  free	  1(866)	  832-‐2363.	  	  
	  
Whom	  do	  I	  contact	  if	  I	  have	  other	  questions?	  
	  
You	  should	  contact	  DCPS	  via	  The	  Human	  Resources	  Help	  Line	  at	  (202)	  442-‐4090.	  	  	  	  Staff	  will	  be	  available	  
to	  answer	  your	  calls	  during	  regular	  business	  hours,	  Monday	  through	  Friday	  from	  8:00am	  to	  5:00pm.	  	  We	  
will	  also	  have	  staff	  to	  answer	  telephone	  calls	  on	  Saturday,	  October	  3rd,	  from	  9:00	  a.m.	  to	  1:00	  p.m.	  and	  
Sunday,	  October	  4th	  from	  12:00pm	  to	  3:00pm.	  	  	  
	  
	  Other	  important	  contact	  information:	  
	  
District	  Department	  of	  Employment	  Services	  
	   (202)	  724-‐7000	  or	  www.does.dc.gov	  
	  
District’s	  Employee	  Assistance	  Program	  Hotline	  through	  COPE,	  Inc.	  	  

(800)	  247-‐3054	  or	  www.dc.personaladvantage.com	  	  
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PREMIUM	  ASSISTANCE	  FOR	  TEMPORARY	  CONTINUATION	  OF	  COVERAGE	  
	  

The	  American	  Recovery	  and	  Reinvestment	  Act	  (AARA)	  of	  2009,	  enacted	  February	  17,	  2009,	  provides	  a	  
new	  health	  insurance	  opportunity	  for	  former	  employees	  who	  were	  or	  are	  involuntarily	  terminated	  
between	  September	  1,	  2008	  and	  December	  31,	  2009.	  	  Under	  this	  new	  law,	  employees	  may	  request	  
premium	  assistance	  for	  the	  TCC	  coverage.	  	  To	  obtain	  a	  copy	  of	  the	  premium	  assistance	  application	  form,	  
please	  visit	  the	  Human	  Resources	  section	  of	  the	  DCPS	  website	  at	  www.dcps.dc.gov.	  
	  

TEMPORARY	  CONTINUATION	  OF	  COVERAGE	  (TCC)	  for	  SEPARATING	  EMPLOYEES	  	  
	  

Your	  coverage	  in	  the	  District	  of	  Columbia	  Employee’s	  Health	  Benefits	  (DCEHB)	  or	  Federal	  Employees	  
Health	  Benefits	  Program	  (FEHB)	  ends	  	  on	  the	  last	  day	  of	  the	  pay	  period	  in	  which	  you	  separated	  from	  
service,	  followed	  by	  a	  31	  –	  day	  temporary	  extension	  of	  coverage	  (at	  no	  cost	  to	  you)	  for	  conversion	  to	  a	  
non-‐group	  contract.	  
	  

You	  also	  have	  the	  right	  to	  temporarily	  continue	  your	  DCEHB	  or	  FEHB	  coverage	  for	  up	  to	  18	  months	  after	  
your	  separation	  instead	  of	  converting	  to	  a	  non-‐group	  contract	  at	  this	  time.	  	  You	  may	  select	  any	  plan	  in	  the	  
DCEHB	  or	  FEHB	  Program	  in	  which	  to	  continue	  your	  coverage;	  however,	  you	  must	  pay	  the	  full	  amount	  of	  
the	  premium,	  both	  employee	  and	  government	  shares,	  plus	  a	  2	  percent	  administrative	  charge.	  	  If	  you	  
choose	  to	  continue	  your	  coverage,	  enrollment	  charges	  begin	  on	  the	  first	  day	  following	  the	  31-‐day	  period	  
of	  free	  coverage.	  	  If	  you	  continue	  the	  coverage	  to	  the	  end	  of	  the	  18-‐month	  period,	  you	  will	  have	  another	  
31-‐day	  temporary	  extension	  of	  free	  conversion	  to	  a	  non-‐group	  contract.	  
	  

If	  you	  are	  interested	  in	  continuing	  your	  DCEHB	  or	  FEHB	  coverage,	  you	  may	  get	  additional	  information	  
and	  a	  registration	  form	  online	  at	  www.dcps.dc.gov	  ,	  by	  clicking	  the	  “Human	  Resources”	  link.	  You	  may	  
also	  contact	  the	  DCPS	  Office	  of	  Human	  Resources	  at	  202.442.4090	  or	  you	  may	  pick	  up	  the	  enrollment	  
form	  at	  the	  following	  address	  between	  8:00	  A.M	  –	  5:00	  P.M,	  Monday	  through	  Friday:	  

District	  of	  Columbia	  Public	  Schools	  -‐	  Office	  of	  Human	  Resources	  
825	  North	  Capitol	  Street	  NE,	  6th	  Floor	  	  

Washington,	  DC	  20002	  
	  

If	  you	  wish	  to	  continue	  your	  coverage	  through	  TCC,	  your	  enrollment	  form	  must	  be	  received,	  not	  post-‐
marked,	  at	  the	  address	  shown	  above	  within	  30	  days	  after	  the	  date	  of	  separation.	  	  You	  may	  also	  mail	  
or	  hand-‐deliver	  to	  the	  address	  above.	  
	  

CONVERSION	  PRIVILEGE	  FOR	  GROUP	  LIFE	  INSURANCE	  
	  
If	  you	  have	  elected	  coverage	  through	  the	  District	  of	  Columbia	  Employees	  Group	  Life	  Insurance	  Life	  
Insurance	  (DCCEGLI)	  or	  Federal	  Employees	  Group	  Life	  Insurance	  (FEGLI)	  program,	  your	  basic	  life	  
insurance	  coverage	  and	  if	  applicable,	  your	  optional	  life	  insurance	  coverage	  will	  terminate	  on	  the	  last	  day	  
of	  active	  service	  with	  the	  District	  of	  Columbia	  Public	  Schools.	  	  You	  will	  be	  granted	  a	  31-‐day	  temporary	  
extension	  of	  coverage	  for	  basic	  life	  and	  option	  life	  insurance	  coverage	  at	  no	  cost	  to	  you.	  	  The	  temporary	  
extension	  does	  not	  apply	  to	  accidental	  death	  and	  dismemberment	  coverage.	  
	  
You	  have	  the	  option	  to	  convert	  your	  group	  life	  insurance	  coverage	  into	  an	  individual	  policy.	  	  If	  you	  wish	  
to	  exercise	  your	  conversion	  privilege,	  you	  have	  31	  days	  from	  your	  last	  day	  of	  employment,	  to	  apply	  for	  
the	  conversion	  of	  coverage.	  For	  additional	  information	  and	  registration	  forms,	  visit	  www.dcps.dc.gov	  	  
and	  click	  on	  the	  “Human	  Resources”	  link.	  	  
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